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BRAFT OF )
ADMINISTRATIVE MANUAL

SUBJECTs Acsountmbility and Responsibility For Property st 0I¢ Imstallations.

1. GENERAL | "
A« Anthority

In socordanae with the‘m'svitiau of USCA Title 31, Sections 89, 90, 91,

$2, the Direotor of Central Intelligence is charged with establishing and
enfercing regulations pertaining to sll phases of propsrty scsounting for
the Central Intelligense Group.
b. Purposs

- This manusl aets forth the polisies and prosedures with respsct to
socountability of, and respomsibility for, supplies and equipment st &1l
CIG operating units and imhlhﬁom.

2. DEFINITIONS
&, "Aseountability” 1s the obligation of an imdividual officially designated
to paintain & formal recerd of supplies and equipment on & stook record
scoount. An individual so designated will be refsrred to as an Acocuntable
Supply snd Property Cfficer.e
be A "Unit Supply snd Property Officer” (formsrly imown as Bremch Supply end
Preperty Officer) is an individusl offieially designmted to be meeountadble forall
non~sxpendsble suppliss and equipment issued om receipted instruments to
rupnmiiah individuals in wsing unit under his lupply',jurhdinion- A Unit
Supply and Property Offiser will normelly funotion at the offise, bramoh,er
division level in the Washingtorn ares.
@+ A "Cemtral Supply snd Property Offlcer” is ln individual efficially

designated to be mosountable for supplies and squipment in atosk awailable
for issue st a osmtral storage point,

*The term "ageountable supply sad property officer™ refers sollectively to a
Unit Supply and Preperty Officer, & Central 3upply and Property Officer, and
:ﬁog%ﬁmmmmemwﬁm@mmmﬁmm@amm 2-b,0,
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de A “Censclidated Supply and Property Officer” is an individual officialiy
designated at an independent imstallation to be secountable for all supplies
and equipment in stock svailable for issus, and for all non-expendabls

property issued to using sotivities at the atation or its satellite units.

£+ A "Stock Record Account” is a formal besls record showing by item the
receipt wnd dispesal of property, the gusntity on hand and/or issued to
responsible offlieers, mninttinadrby an sacountable supply and property
officer on presorided forms, whioch 1s subjest to audit.

£+ "Responsibility” is the obligation of an individusl for the proper
oustedy, ocare, and safekeeping of public property in hils possession or under
his supervision whether or not & signed receipt has besn given.

he "Direct Responsibvility" reats with an individuml to whom property hes
heen entrusted and who ia specifiocally charpged with itz osre snd safekeeping.
i. "Supervisory Responsibility” is the ebligation of the semior individual
of & unit, {effice, branch, divisien, ets.) or an independent installstion,
o insure that all property under his jurisdiotion is properly safeguarded,
sdministered, and socounted for.

J+ & "Responsible officer" is an individval spesifically charged with the
care and safekesping ef property received from an sceountabls supply snd
property officar on a signed receipt.

k. "Non-Expendebls" property inecludes all suppliss and equipment not
sonsumed in use snd whioh ordinarily retein thelr identity during the psried

of use, such as vshioles, mashines, deaks, typewrliters, eioc.
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1. “Expendable™ preperty inoludes all supplies and equipment whioch are
consumed or lose their aseparate identity in use. Speare parts, which wre
used to repsir or complete other artisles; offlce supplies, such as
stationery, penoils, eto., are considered expendable items upon isaue te
using units. For socounting purposss, non-expendable {tems of offige
squipment heving & unit value of less than §1.00 will be considered éx;snd»
able upon issue, and will not be carried on the control records of an
accountable supply and property officer. 3Juch lteme inolude:s oups, glass,
sponge; pads, stamp; rulers, wood; removers, stapler; trays, glass, ash;
blettars, roaker type.
m. "Pecuniary Liabllity” 1s the responsidility of an imdividual to make
restitution for the less or destruotion of, or damage to, publie property.
Peouniary liability arises from the fallure of dan individusl to exeralse
proper responsibility.
Be & "Vousher” is sn imstrument used to evidence s transaction on & stosk
recsord sceount. Normally, thers ares three types:
{1} A "Debit Vouoher® is an imstrument listing srticles to be sntered
on & steock record mosount in order to inorease the “bslance on hand®.
{2) A “"Credit Voucher" is an imstrument listing artiocles to be entered
on & stock record account in order to desrease the balance on hand.
(8) An “adjustment Voucher" is an instrument used to bring the "balance
on hand™ figure, s& shown on a stook record scoount imto agreement
with the guantities asctually on hand and/br issued to reasponsible
individuals.
9+ "Publlc Property" and “Property" are general terms referring to expendable
and non-sxpendable supplies and eguipment, but do aot inolude installed

property or real preperiy, suoh es bulldinge, lesseholds, ete.
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030178-3
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P+ “Installed Property” refers to movesble things sush as equipment,
apparatus, spplimnces, fixtures, snd machinery which have been fixed in
place in, as attached to, real property, but whieh uey be sevarsd or

removed without destroying their identity or utility.

§» "Receipted Instruments™ and "Signed Receipts® are gemsrel terms referring
to all signed transfer and issus doocuments used to effeot the assumption of,
or relief from, mceountability snd/or responsibility.

ACCOUNTABILITY AXD RESPORSIBILITY DISTIRGUISHED

8. Asgountability is the funoction of keeping e farmtl‘ stook record acocunt
of suppliss and equijyment in storage and available for iesue, or of property
whioh hes been issued tc respomsible individusls on sirned reseipts.
Fesponsibility earises from thes possession of properiy or from the supervisery
jurisdiction ovsr others who have possession of the property. Each of these
so'naag’bs of responsibility or scoountadiliity, or a sombination of them, miLy
be attachsd to one individual es of amy moment.

Dbs An individual who oarries propsrty on s stock record ssecunt and who has
sald property in his suetody, either in use or in storage, hms both account-
ability and responsibility.

8. An mﬁiﬂdmi who carriss property on & stock record acacunt whish is
issued tea/{;ing; unit on & sizned reoeipt 1s ascountabls but not responsible.
The responsibility in this omse rosts with the individual having possession
of the property.

APPOIRTMENT OF ACCOUNTARLE SUPELY AND PROPERTY OFFICERS

&. Regulremonts

(1} Any sommissioned or warrant officer of the U.S. armed services, or
eny U«S. olvilian employse, CAF-7 or sbove, mey hs designated as an

ucoountable supply end property officer for pudlic property under
Atiproyedifdl Release 200393 ifnt}A-RDP54-00177A000200030178-3
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An individual designated to serve as & Central Supply and Property

Officer in the #ashington ares, or as a Consolidated Supply and

Property Officer for an independent installation 25X1ABA

will, before entering on duty, give rzood and sufficient

bord to the United States Government in such sums a8 the Direotor of
Gentral Intelligence may rejuire. The sipenses incurred by aun
individual in furnishing the bond required will be borne by said
individual, and will not be considered a proper charge against the
ﬁhitad States Coverament umder any oircumstances.
Unless otherwise specified by the Director of Central Intelligence,
the bond requirements for scoocuntable supply and property officers
in this Agency are as follows;

(a) Unit Supply and Property Officer == none;

(b) Central Supply mnd Property Officer -~ $10,000;

(o) Consolidated Supply and Property Offieer «- $6,00.
A Unit Supply and Property Officer in the Washington area will mot, .-
under normal siroumstances, meintein a steook of supplies tnaﬁ€hera~
fore, the bund rejuirement is waived. Howevoer, this does not preclude
the Direotor of Central Intelligence from reguiring that a bend he

given in the event that susch setion 13 deemed advisable.

The | | Services Division, is eharged with

malntaining a file of all bonds and pertinent deta relating o

bonded scoountable supply and proporty officers.

b. Apgointin; Authority

(1)

Within the various operating units in the Washington ares, the
sosountability of e Unit Supply end Property Offiecer will normally

be sstablished at the brench er divisien levsl; however, thia is not

FRBP8VEE For REIEIEE 30B%/d30crrenosasbYe_ 00 1100020068817 D1 sators
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(2)

(8)

of the variocus Offioces, and of the Chiefs of similar opsrating
echelons (brenoh, division, eto.) to presoribe the azoountability
level for units under their jurisdiotion. The sppointment of o
Unit Supply snd Prﬁpcfty Officer will be made by the individual
heving supervisery responsibility over the unit {offiee, brench,

division) at which the acsountability level has been established.

4 Central Supply and Property Ufficer, who is responsible for the
receipt, storage, and issue of osntrallized supply stoeks, will be
appolnted by the Chief of the Servises Division.

4 Consclidated Supply and Property Officer for an independent
installation will be desigmated by the Chisf of the Station. Thia
Sppointment will be made with the concurrence of the office in

Rashington having jur{sdioticn over the establishment.

9« Confirmmtion of Appointmente

(1)

(2)

The appointment of an ascountable supply and property officer will
be confirmed by the use of‘ﬁ?g}fiea operating prooedurs, or through
the medis of & written memorandum, initiated by the unit{office,
braach, or division) having the appointing suthority. The appoint=
ment order will indiosts the name, grade (military or eivilianj,
office loocation, sseount number, and supply jurisdiotion of the
designated acoountable supply and proparty officer.
The follewing distribution of sppoiutment orders is requirsd;

1 copy to the individual desiznated;

1 oopy to the Property Control Section of the Serv. Diwg

1 oopy retaimed in the filss of the appointing authority.
Supplementery distribution will bde made &t the disoretion of the

appointing authority.
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030178-3
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6. TRANSFERS OF PROPERTY ACCOUNTABILITY

&. Iramsfer of Property os $teck Record Auanuggib

(1) Hormelly, the transfer of supplies apd equipment betwsen acccuntable
supply and preoperty efflcers of this Agensy will be effected on
suitable trapnsfer doownent, such as & Delivery Tioket, Form Ho. 36~10,
or Property Turn~In or Transfer Slip, Form No. 36~24. When a
oomplete transfer of property coours, the officer beling relieved of
szocuntsbility and his suseessur will sign the follewing certificates
1a lieu of trensfer documents:

I oertify thet the balances shown on the stoak record
nogount of —~ , Azeoumt Rumbar .
of transferring offioer)
Jsntral Intelligemce Group, a3 of the above dste, last vousher
Funber dated 18 , are trus axd cerrect ic
the beat of my knowledze and helier, and that the propsrty has

this date beeon turned over to _ —
T¥ames of receiving officer)

parsuvant o

{0Order directing tramsfer)

(Cirmature of officer turning over properiy)

I osrtify that 1 heve this date revelived from

lnsma
pradecessor, all property pertsining to the sbove designated
stook record scacunt for which my sald predeosssor is mocountadle,
28 sheown by the last sudi¢ of the acoount, plus all proper
charges agalost and legs all authurised eredits to my predscesacr's
ssoount to the time of transfer, last voucher Fumber L fated
18_ , and that I have this dste assumed acocountability
for property pertaining to thls sscount.

(Signature of offiocer reasiving property)

APPROVED: _ v
(Wame and title of appeinting suthority)

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030178-3
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One oopy of the Oertifioate of Transfer will be retaimed by the
individual who 1s baing relieved of the accountabdility. OUnse sopy
will be filed with the property records of the asoount, and twe
eoples, together with & acpy of the orders directinmg the trsmsfer,
will be ferwarded to the Chief of Services, Washington, Attsntioﬁ

It shall be the prerogatove of the mewly appointed ssoountable
supply and property officer te take & complete physiesl inmventory
before assuming scoountability fer aay pubdlic preperty. This
aotion should be sempleted prior te the signing of the Certifionte
¢l Treasfer.

b. Action upon Death, Inssnity, or Confimement of am Asosuntabls Officer

(1)

(2)

Upon the death, fnsanity, or confinement of an imdividusl who hus
besn desligmated to be an ascountable supply and property officer,
the senior iadividual of the operating unit or indepsnt installationm
will appoint & board of three persens to iaventory the preperty to
the extent desmed neocessary to sscertain the correotness of the
ateok record sceount. Diserepancies diselosed by the imventory will
be lmmediately sdjusted. The tramsfer of scsountability to a
designated individusl will be effected in aqeordance with

paragraph 4 above.

A oeuplete report on the findings of the besrd imvestigating the
ssoount, tegsther with a 11& of balamses of property inventoried,
Snd the Certifieates of Tranafer, will be prepared inm triplieate

end sulmitbed to the appoimting suthority for appreval. Upea
appraval, ons oopy of ssoh will be filed with ths property records
sad two aopies will de forwearded to the Chief of Servises,
AranersgkBarn Relegse 2Q0%03(36 5 CIR-RDP54-00177A000200030178-
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FORMS TC BE USED BY ACCOUNTABLE SUPFLY AND PROPERTY OFFICERS

&« “Agecunts Cemtrol Register,” Form No. 56~13, will % used %o record
pertinent information relative to the sub-scscunts of responsible officers
sstabliched under the supply Jurisdiction of & Unit SBupply and Property
Offieer.

b. “Vousher Ra;&uur" Form No. 38-18, will be used to resord by wouchsr
aumber &1l transaotions posted to & steock record scoount maintained by an
ssoountable supply and property offiser.

8. “Stook Contrel Card,” Form No. 58-14, (Page), will be used by Unit and
Conselidated Supply and Property Officers for maintaining & running belamce
by item of nen-expsudable property on hand and/or issued to sub-accounts
undesr their eontrol.

d. "“Acoounts Centrel® section, Porm Ho. 36~14, (reverse side) will be used
by Unit and Consclidated Supply and Property Officers for maintaining s
rusning balsnce by item of nome-sxpemdable property issued te individual
subeasoounts. ;

2« "Property luvemtory Recerd,” Form Ko. 38-85, will be ueed by a Central
Supply sad Froperty Officer to maintain & rusaing balanoe by item of all
supplies amd equipment in stock availedle for issua.

£+ "Request for Supplies, Equipment, or Servise,” Porm No. 36-7, will be
used by scescuntable supply and property efficers and designated reaponsidle
offisers to requisition, supplies, equipment, or ssrvices.

£+ "Preoperty Tura-In or Transfer 81ip,” Form ¥o. 36-24, will bs used to
retura property to & esentral supply point or te initiate tremafer sotions
between sceountable supply amd property officers and/or respensible offisers.
ke "Report of Imventery Adjustment,” Ferm No. 38-16, will be used to adjust

disorepuncies on the stook record esrds of an asecuntable supply and property
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030178-3



7.

Approved For Release 2003/83/D8 =CIA-RDP54-00177A000200030178-3

officer, if said discrepancies are the result of errors in nomsanolature or
posting. QCther uses rgr Form Mo. 36-18 are discussed in paragraphs 11 and 14.
i. "Survey Report," Form No. 36-18, will be used to record the ciraumatances
a-anc&ning the less, dammge, destruction, or theft of pudlio property, and
serves as a oredit vousher to the stook record asoount of the mesountsble
supply sud property officer concernsd.

Je "Consolidated Property Report," Form No. 36-22, will be used by &

€ Gy

indionte by item the total gains or losaes o n-sxpendables propsrity which

Gonselidated Supply and Property Officer at an 1%& ingtallation %o

have pocurred durisg the month.

FROFERTY ACCOUNTING

&+ Genersl

{1) All property cwned by this Agenoy in use or in storsge which has
besn saguired by purchase, tramsfer, or any other mesans met be
sasounted for on the sppropriste steck recerd secount of an
segountable supply and property offlaoer, unless otherwise provided
for in thess regulstions.

(2) An socounteble supply and property officer, upon dissovery of
unsooounted for property, will acoount for said property on his
stoek rescord scoount. All octher imdividusls, upon discovering
unscsounted for public praoparty, will be responsible for reporting
same to the appropriste sosountable supply and property officer
conserned, in order that mecessary sction mmy be taken.

{3) There are three types of sococountable supply sod propsrty officers
in this Ageney; mamely, Unit, Cemtral, and Comsclidated. Esch

type will bde discussed in the ensuing parsgraphs.

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030178-3
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be Uait Supply asd Property Officer
(1) The primary respensidilities of s Unit Supply and Preperty

Officer are;

(») maintaining & stock record scgount and sa
"igoounts Centrol"” record by item en Porm No. 56«14,
on all non-expendsble preoperty lesued ie using
units under his supply jurisdictiem;

{(v) reviewing, sppreving, snd processing sll
requisitions and transfer sotions for nom-sxpendable
suppliss and equipment initiated by respensible
officers under his oemtroel;

{e) reviswing and processing all Survey Reperta which
sffeat his steck recerd ascoount.

{2) The ssopuntability fer non-expendable property in use, or in
the possession of individuals within a given opereating unit
{effice, bremeh, divisien), in the Washington area will rest
with & designated Unit Supply sud Property Officer. Hermally,
the Uait Supply snd Propsrty Officer will not have sustody of
the property fer whish he is scocuntabls, and thersfore,
the responsibility rests with the using individual er unit.
Ttilising Form No. 38-13, "Acoounts Cemtrel Register," the
Unit Supply and Property OfCicer will establish and meintain
subesgocunts and subessoount mumbers for the using units
under his supply jurisdiction. An imdividual within sech using
unit will be dssignated as the respomsibdle offtcer and will
sssume the responsibility for the requisition, receipt, sud

safekesping of property charged to the subesesount.
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030178-3
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8+ Oentral Supply and Froperty Officer

{3) A4 Central Supply end Property Officer is charged with
the reoeipt, imspeotion, storsge, and lssus of all
supplies stooked at a ceniral point.

(2) A}l mxpendable and non-sxpendable supplies and squipment
stored at s central supply point will be scgounted for
on stock record cards msintsined by e Central Supply
snd Property Officer. Form ¥o. 38-25, "Propesrty Imvemtory
Recerd,™ will bs used for this purpese, Azocuntability
and responsiblility for supply stocks will rest with the
Ceatral Supply and Froparty Offiesr until such time as
they are issusd to using units oa valid aoredit wouchers

or otherwisa disposed of.

4. Consolidated Supply and Proparty Officer

(1) 4 Censelidatod Supply amd Fropsrty foiGQr is charged
with the reguisitioniagz, receipt, inspection, sterage,
and 1ssus of all supplies at an indepondsnt installatiom.
&1l suppliss end equipment in steck availabls for issue,
and a1l non-expendabls property in uss at an independent
installation wlll be soocunted for by a desigasted
Consclidated 3Supply and Preperty Officer.

(2) The "3tosk Control Cerd,” Form Fo. 38=14, maintained
by & Consolidatoed Sugply and Preperty Offiser will
reflest, by iten, the guentity ef sxpendable and
non-sxpendabls propsrity on hand available fer issus,

and the quantity of noneexpondabls property in the

Approved For Ri8328530055/65/06 1 & A%1bi%v-00177A000200030178-3
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8. STOCK RECORD ACQOUNTS

& Genoral

]~

{1) Althourh there ars some deviations in the procedures

(2)

used by Unit, Central snd Cousclidsted Supply snd
Proparty Officers, the basic principles imvolved in
mintaining their siook record accounits are the same.

In all cases, the purpose of a stock recerd aocount is to
record receipts, iasues, and transfers of supplies and
equipment in such a menner that the quantitlies on hamd
snd/or issued te using units can readily bs determined.
The value of a stock record account le depemdent upon
the soocurasy ind currentrness of the postings made.

In order to maintain sdequate control of stesck recerd

ssoounts established in this Agency, an asoount nunmber

will be assirned by the | |

Bervices Division, to esach sscount.

be YVoucher Repister

(1)

(2)

An scoountable supply and property offiser will utilize
Pornm Noe 36«15, to establish and malintain e woucher
recister for his stosk record scesunt. Eseh imstrument
to be posted to the stock record acoount will be recorded
in the Voucher Rezister, and the voucher mumber will be
indioated thsf&en.

Youshsrs to & steck racord account will be mumbered in »

singls seriss sommsnoing with Fo. 1 at the beginming of esch

fiseal yesr, and will ds maintained in mumorisal erder.

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030178-3
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Each vousher number will be prefixed with the letter
"D" for debit woucher, “C" fer credit veusher, and
®1® for adjustment vousher (Reports ef Iavexntery
Adjustment and Survey Eeports).

(33 A separats sequence of numbvrs will not be estadlished
or used for debit, oredit, or adjustmeant veuchers.

&+ Youchor Files

{1} 4n scoountable supply and property officer will esteblish
and maintain &« prrmansnt file ,Of slgnod vouchsrs used
to svidenoe tramsactions on his stoek recerd scseunt.
All documents posted to the stock record acosunt will
s {1led by voucher numbar.

{2} 1In order %o reduce the bulkiness of the files, it is
supgested that mo more than fifty (50) veushers be
placed in oue foldor.

(3} Yousher files which have been avdited amd cleared may be
destroyed after retention for a poried of two yoars
subszguant to the date of mudit.

d. Responsible Officers’ Jucket Tiles

(1) A Unit Supply end Property Officer sumd o Comsolidated
Supply end Property (fficer will establish aud maintain
individudl jacket files for all responsible officers
under their supply Jurisdiction. All dosuments reflesting
&a inarease or decrsase in the amount of property charged
to & responsivle officer will bSe flled in the appropriate
Jacket file.

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030178-3
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(®)

=15«

The individual jJackst file 1s & record of the dedits

and oredits to & responsible officer's acecunt, and
substantistes the postings made to the "Assounts Contrel®
section of an seceuntabls supply and property offiecer's
steak recordse

2. Poatings to A Unit Supply and Property Officer's Stock Resord Aceocunts

(1)

(2)

(3)

The stook resord scoount of a Umit Supply and Property
Officer will be maintained by item on a “Stook Contrel
Card,” Porm Ho. 36-14.

Except as noted 12 parsgraph 8-s-{4) below, all transsotions
posted to the Stock Control Card, FPorm No. 36~14, will
reflest & change in the Unit Supply amd Preperty Officer's
total sccountability. This will, in turm, effeet
{sdividual respensidility in cns or mers :ab-iaemtu

In view of the sbove, it is neoessary for a Unit Supply
aad Property Officer to process two coples of essh veucher
representing s single tramsastien. Oms eopy will de
vouchered, pested te the fuse of the Ferm No. 36-14 %o
raflest the insrsase or decresss in scesuntability, and
plsced in the vsucher file. The ether copy of the veucher
will be pested to thn "pesounts Control™ seotion ef the
Form No. 38-14 to indioate am imorease or deorsase of
responsibilisy im the sub-sqosunt cemcerned. This ocopy
will then bs plaosd ia the responaible officert's

Jecket file.

The balsnse a8 shown on the face of the Form MNo. 36-14

should slways equal the btetal balances of the sube-secounts
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shown in the ™Asoounts Control™ section of the Stock
Contrel Card.

(4) A tramsfer of property between the sub-escounts of &
Unit Supply and Property Officer will nst be reflected
on ths faoe of the Form No. 36~14, imasmich as no change
in total asscuntability has coourred. Such s transsastion
will bs posted to the apprepriste sud-aceounts in the
"Asoounts Control" section of Form No. 38-14 and ecoples
of the transfer doouments will be placed in the jaoket
files of ths respomsidle officors comoermede

(8) Appendix We. 1 »f this manual illustrates the processing
of trensfer doouments through the steck record aseount of
ths Unit Supply and Property Offioer,

Lo Pesting to A Cemtrsl Supply smd Property Officer's Stosk Record Acseunt

(i) The stook record scoount of & Ceatral Supply and Property
0fficer will be maintained by item om & "Property Imvemtery
Recerd,” Porm No. 30«25, |

{2) All Smstruments representing transscticnms which reflect a
change in the socountability of a Central Supply and
Froperty Offleer will be wouchered, posted to the
apprepriate Stook Record Cards, Form No. 36-25, and
placed in the vousher file,

E+ FPostings to A Oonsoldiated Supply and Property Officer’s Stsak Resord Account

(1) The steok record scoount of s Consolidated Supply and
Property Offieer will be maimtained by item on Perm No. 56-14,
"gtook Conmtrol Card.” The faes of the Form Ne. 36-14

will be used te record transmations imereasing or decreasing the
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stock on hand. The “Acesounts Control™ ssatiom on the
raverss sids of Porm ¥o. 38-14 will reflect the status
of propsrty lssued to reaponsibls offiosr in sub-sgoounts
on algned resceipts. The mm- on hand figure, plus
the total of whe property issued t¢ the sub-acoounts,
reprasents the total acocuntability of the Jomsolidated
3upply and Property Officer for any one item.

{2) The Sonselidate! Supply and Propsrty Officer will encounter
thres types of transsotions in maimteining & stock recerd
sssount, namely;

(o) those ‘which change his total scsoumtability by an
inorsase or desresse of stoock on hamd, but do not
affest the quantity lssued to rospomsible
of ficers in using sub-sscounts;

(v) these whioh imoresse or decresse the guentity oam
hand, and, in turn, reflect a ohange in the teotal
quantity Lssued te responsible officers by an
oqual amount, but do not affeot total smocountability;

(o) those which reflect transfers betwsen respomsidle
officers in sub-accounts, but 4o net nhags the
total sooguntadility, bealsnce on hand, or tetal
guantity issusd to using units.

(3) A transsotion which affests the total accountadbility of a
Consolidated Supply and Propsrty Offiser by inoressing or
decressing the guantity om hanmd, without affecting the
totel quaatity issued to responsidle offioers will sithsr

he;
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(») = receipt from a sentral supply point;
(b} a traasfer of property to an imstallation
sutside the jurisdiotion of the Comsolidated
Supply and Property Offliocer;
{e) an iague of expsnisble supplies to a
responsible offioer in & using sube-acgeunt.
An imstrument representing such s tramsaction will be veuchered
and posted to the fase of Form No. 36«14 to reflsst a ohange
in the "bmlanse column.” No ehangze will socur in the sub-acecunt
of the “Aceounts Control® ssetisn,
{4) An iesus of monesxpendsble property te a responsible
of ficer will necessitate the progessing of two aopies of the
transfor decumsnt. One sopy will bs vouchered and posted
a8 & oredit to the steock record soccunt, desreasing the
"balance™ ¢olumn en the face of the Ferm No. 38-14. A
posting will then be made to the "Acoounts Control” seotion
on the reverse side of the Form No. 38~1¢ te indioste an
insresse ef responsibility im the appropriates subesceount.
This will, iz turn reflect an inmoresse inm the total quantity
of property issued to respomsible effieers on siguned receipts.
One ocepy of the voucher will bde placed in the veucher file
and the other sepy will bs placsed iz the responsible
officer's jaoket file which will subetantiate the posting
made to the “Agsounts Control® seotiene
{(8) Transfers of property between respomsible offiocers will met
be pested on the faoe of the Porm No. 36-14, inssmuch ss

sush tramesactions do not ohanpe the balance of stock om
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hand available for issus. Pestings will bde made to the
appropriste subeaccounts maintained im the "Accounts

Control” seotiom of the Form Ho. 38-14, amd seples of the
tranafer documents will be placed im the jacket files of

the responsible offiocers comcernade This type of

trensaction dees net change the total quantity issued

to responsible officers, nor does it affect the tetal
acaoumbility of the Consolidated Supply and Preperty Officer.

_11. Correnstions ¢f Erromsous Zntries on Stock Record Cards

(1) Aecountabdle Supply snd preperty officers will not meke
oresures or slterations of emtries em stock record eards,
Corrmctions will be effected as preassrided in the snsuing
paragraphs .

(2) When an error in pestimg is discovered, and 1f additiomsl
postings have been made prior to dho‘nry of the errer, the
serrection will be sffected as follows;

{8} If an imeerrest figurs has been pdsted im
either the "Received™ or "Issued"
("Risarnsd on Perm Ho. 36-14) columm,
the correating entry will be mede en the
fivet available line, usimg the erigisel
voucher number and date, together with the
notatien "Corr.” The net figure (debit or
oredit) mooessary te wake the sorreetion
and the new balance will be pested.

(b) If a cerrest figure has been entersd in the

"Received"! or "lgsued® coluwm, but an
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arithmetical error has been made in

somputing the balance, the correotien will

be made on the £irst available 1ins, using

the originral voucher mmber and date, with

the notation "Corr. Bal. Gnly." XNo emtry

will be mede in the "Received” or "issued”
i eoolumn.

{(3) ®hen an error is dissovared in s posting, and if subsequent
poatings have mot basn made, the imaorrect extry will be
ruled out with a narrow, but not eblitersting lime, and
the correet posting will be madse on the next line.

{4) Rhen sn entry has been posted in errer to the wrons stook
oard, the adjustment will be effeated as follows

(o) If the errer 1s discavered while the entry is
being made, the posting will ba discontinced,
ruled out, and initialled. Without further
sotation the sntry will be posted to the
proper stook oard.

(b) Previding no subssyuent estries have bssn wmade,
the prosadurs deseribed in {a) above will be
followed when ths error is discevered at
a latar dates

{e) If subseguent entries have been made,
<he improperly posted steck recerd ocard will
be adjusted by & oansellation entry. The

dats end voucher number of the ariginal
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imroat entry will be posted tegether

with & notation sush as “Oancel Post. 12-17%
(12-17 belng the date of the eoriginal posting).
The smount of inmoresse or decrease (the

exaot reverss of the origimal outry), amd

the correst "Balanmce” will them be posted,
using the eriginal dste anmd wvousher number,
the ceorrsct pesting will then be mede to the
proper stook record oard.

e

9. BURPLUS PROPERTY

_&s Gamsrsl
(1) The term "Surplus Property" ss used im this peragraph
refars to suppliss amd equipment whioh have besome exoess
to the needs of the Central Intelligemse Group, and whish
have beem or will be declared as such to the proper dispesal
ALBNAY |

(2) The £inel determination of surplus supplies and equipment

rests with the Chief of the | | Serviees 25X1

ﬁivh ion.

b. Surplus Freperty Records, Hashington Area

(1) Froperty whioch has been determinsd as beiag surplus to
the needs of this Agenoy will be transferred to the

Burplus Property Offiower,| | §erviaes Division. 25X1

fuch transfors will normally be iaitiated by s Cemtral
Supply end rroperty Officer and will bemade in sogordance

with curreant transfer procedurs.
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(2) The Surplus Preperty Officer will maintain necessary
resords to imsure that all property in his sustody is
sdaquately acoounted for, Records of receipts, minus
records of &laposals, ahould equal the atook on hand. .

O lus Property Officer, Nashington Arsa
s ope P g

(1) In addition %o the maintemance of suitable contol
records, the Surplus Froperty Offiser is responsible fer
the recelipt, imspestion, clmssifioation, declaration, and
disposal of all excess supplies and equipment.,

(2) Upon receipt of surplus property, the Surplus Property
OUfficer will take immediate sction in accordence with
ourrent dirsotives to effect prampt transfer of said
suppliss and equipment to the propar‘diapcsal agsncys

4. Surplus Property at ‘ndependent Installstions

(1) The conselidated Supply amd Propsrty Officer of an
imdependent installation will report all sxcess supplies and
oquipment to the Chief, Services Division, ¥sshington,
for dispesition instruotions. In no case will dispositiens
be effeoted without proper amuthorization.

(2) Upon receipt of disposition instructions, the Comsolidated

Supply and Property Ufficer will take immsdiste actiom teo 25X1

sffect disposal and will report same to the| |

25X 1 [ Jen the "Monthly Comsolideted Property Report,"
Porm Ho. 38=22,
10, INSTALLED PROPERTY

2. Seneral

(1) The term “Imstalled Froperty” as used in this paragraph
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- he

refers te movesble things such as equipment, apparatus,
applismces, fixtures, and mashinery whish have been rixed
in place in, or atimched to, & building, but which ney
be removed without destroying their 1dentity or utility.

(2) Installed property in qurrent service in the Washingten

area will be mscounted for by the Chief, | | 25X1
25X1

Services Diviston.

_13_- Prnartz Roaards, Wﬁ.ﬁhigton Arsa

(1) 1he Chier, will maintain  25X1

& 8tock recerd acoount by item of all inetealled preperty
on the "3tock Control Card," Yorm Ne. 38-14, The follewing
information will appesr on the Btock Control Card for each
item:
{2} standard nomsnclaturs;
() model number;
() size or sapacity;
(d) rame of marufactursr;
(o) unit cost.
(2) the face of the Torm No. 38-14 will be used to record the
transactions which reflest an increase or deoreess in
the total rocountability of the acoountedle officer,
The reverse side, “Accounts Gontrol” seobion, will indicete
the disposition of installed property by buildings,
2. Responsibility for Installed Property
(1) Under normal oircunstences, installed Froperty will not be

issued to & responsible officer on a #igned reosipt. The

responaihility for the custody and safokeeping of this type
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of property rests with the imdividual having supervisory
reéponsibility over tha imstallatiem in er o which the

squipment is installed or sttached.

3ls RESHETED Ok BORROWED PROPSRTY

o,

b e
-

Joneral
(1)
(2}
Ruparm ibility
(1)
(2)

Supplies and oquipment whioh are rented or held on s loan
bagis from a ceamorcial Ffirm or other goverament agency will
net be reflsoted on ths atock revord scocunt of an sscountable
supply and prepsrty efficsr, nor will sgcountability be |
establiahed,

The absencs of agoountability dosa met prealude the

assumption of direct and/or supervisory reapensibility

for rentad or borrowsd praporty.

Responsibility for the custody, cars, and safekeeping of
rented or borrowad property rests with the individual or
using unit having possession. Necessary records will be

meintained by the responsible individual as prescoribed by

the Chief, | | Services Division. 25X1

The loss, damsage, deatruction, or theft of rented or
borrawed property will be mocounted for by the responsivle
indlvidusl in accordsnce with the regalations 'ganrning,

the loss of property owned by this Agemay.
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12. PROPERTY WORN QUT THROUGH FAIR WRAR AND TEAR

a. Qenersl

(1) Supplies and equipment which have become worn out or otherwise
rendered unservicesble and/or obsolste in use or in storage without
spparent fault or neglect of any individual or individuals will be
gonsidered as being worn ocut through fair wear and tear in the
service of ths (Jovernment.

(2) Survey Reparts will not be initiated on property determined as being
worn out through fair wear and tear. Disposition will de sscomplisheéd
in ageyrdance with the instructions gontained in the ensuing paragraphs.

b. Astion by the Unit Supply mnd Proporﬁy Officer

{1) A Unit Supply and Preperty Officer will instruct responsible officers
under his supply jurisdiction to return all property which has become
unservigeadble thrmgh_ fair wear and tesr to the appropriate Cetral
8upply and Property Cfficer. The transfer will be made on a "Property
Turn-In or Tranafer Slip,® Form No. 36-2L;, prepared in sextuplicate

by the responsibls officer, Form No. 36-2L will be processed in
socordance with Chart 1, Appendix 1.,

(2) Upon campletion of the turm-in, the Unit Supply and Property Officer will
post one receipted sepy of Ferm No. 36-2L as & oredit voucher to his
stock record scoount. One copy will also be posted to the "Accounts
Control® section of the Stock Conirol Card, and subsequently placed
vin the jacket file of the resporaible officer concerned.

c. Astion by the Central Supply and Property Officer
(1) The Ceatral Supply and Property Officer will be responsidle for
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determining that property returned by using units is wnservicésble

and has bemn worn cut through faly wear and tear. The property will

be accounted for by the Central Supply and Property Officer until

disposition is made in accordance with paragraph 12-¢c~(3) below.

In the event that all or part of the property has not been worn out

through fair wear and tesr, .gnd the mcrﬁnatbmty appears to be

the result of negleet, the quntienabi.e itens will be held in abeyance

by the {entral Snpply and Property Ofﬁesr. Ths fupmiblu individual

will be required to imitiste a Survey Report to clear the records of the

Unit Supply end Property Officer and the property will be disposed of

in accordance with imstructions issued by the Properiy Survey Board.

Unservicesdle items worn out through falr wear and tear whiah app ;r

on the stock reserd ascount of a Central Supply and Property Officer

will be disposed of in the following manner:

{a) Items which are sconomically repairable, but sxcess to the
nedis of this Agency will be iransferred to the Surplus Property
officer for declaration to the appropriate disposal agency.

(b) Property that is of no further use to the Jovermaent, and is bgyend
the state of sconcmicel repair, will be listed on a Report of
Inventory idjustment, Form No. 36-16, prepared in triplicate by
the Gentral Supply and Property Officer. A brief stastement re-
garding the amdit;on of the property and circumstances involved
will be included on the facs of the Farm No. 36-36, ‘Iwo copies
of the Report of Inventory Adjustment will be formarded to the
Property Survey Board, through the| | for  o5X1
disposition instructions. One copy will be retained as a suspense

oredit voucher to the stock record mm‘b; The Property Survey
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Board will return cne approved copy of the Form No. 36-16 with
digposition inatructions to the Centrsl Supply and Property Officer,

who will poat same as & valid oredit voucher after dispossl has 25X1
been affected. One oapy will be forwarded to the| |

[ Jror sdjustment of central records.

ds . Astion at Independent Installatdons

(1)

(@),

(3)

(&)

Proparty in the possession of individusls which has been rendered un-
servicesble and/for cbaclets through fair wesr end tear will be returnsd
to the Consclidated Supply and Property Officer for crédit. Such items
will ;ze accounted for on the stock rscord account until proper dis-
pasition has bewn effected, |
AllL unservlicesble property appearing on the stock regord acecount of a
‘Censolidated Supply and Preperty Officer will be listed on a Report of
Inventory adjustzent, Form Xo, 36-16, preparsd in triplicate. The fol-
lowing eertificate will be inaluded on the face of the Form No. 36-16.
atough Falt Fout tad Tear 1o dhe servive ot uhe foparmmnt

without fault or neglect on the part of any individusl or
individuals, snd that said items are not sconomisally

r’nmlﬁ 'S

Rcoountable Supply sl Property officer
Two taplea of the Form No..36-16 will be forwarded to she Chief of
Station for approval, and the third copy will be retained as a sugpense
vougher to the stock record account.
An approved ampy of ths Report of Inventory Adjustment will de returned
%o the Consclidated 3upply and Property Officer for posting as a valid
oredit vousher. The other copy will be retained in the administrative
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files of the installation,
13. LOST, DAMAGED, OR STOLEN PROPERYY — SURVEIS.

a. Gwmeral

(1) The poliey of this Agsncy contemplates that scme individual will bse
responsible at all times for the care snd safekesping of Government
property. In the syent property is lost, dsmmaged, or destroyed
by csuses other than fair wear and tear in the service of the Govm;nt,

. _the responsible individual will prepars a Survey Report, Form No. 36-18,
in accordance with the procedures ocutlined below,

{(2) Survey Reports must be initiated by the responsible individual within
thirty days after the loss, damage, destruction or theft has been -
discovered, Should c.trcumstan‘caa prevent the initisticiz of a Jurvey
Report in the required time, an explanation for the delay will be
attached to and made a part of the Survey Report.

. Preparation snd Distribution of Survey Reports.
(1) Individuals who are responsible for property which hss bemn lost,

danaged, or stolen will initiate a Survey Report, Forz No. 36-18, in
septuplicate. All factual data surrounding the loss, damage, destructiom,
or theft should be included in the “circumstances® sestion of Form

¥o. 36«18, This should be a concise statement including dates, location,
and names of individuals involved, and will be sworn to before a notary
public er a summary court officer. Additional substantiating evidence
may be presented in the form of notarized affidavits which should be
attached to the Survey Report. One gopy of the Survey Report will be
retained by the responsible individusl. The original and five coples
will be forwerded to the Bupply and pProperty officer accountable fer
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the propsrty, who will post ocne copy as & suspense voucher to his
stock record mscount. Anothar copy will be used to make appropriate
dsductions from the "Accounts Control® section of Form Ro. 36-1L, and
will be £iled in the responsible individual's jacket fils. The
sccountable supply and property officer will sign the remaining
original and three eopia# of Forn No. 36-18 and distribute same in
the following manner:

(a) In the Washington Areas, Survey Reports will be forwarded to the

CIG Property Survey Board, through the| | 25X1

for investigation and action.
{b) At independent installations, the Survey Report will be forwarded

to the Chief of Station for action in sccordance with paragraph

13=c below,
When an aceountsble supply and property officer initlates a Survey Report
for the loss, damage, destruction, or theft of property in storage, an
original and four coples of Form No. 36-18 will be prepared. All factual
dsta in the form of a concise statmment containing dates, locatlon, and
names of individuals concerned will be included in the "circumstances”
section of Form No. 36-18. One copy will be voucherad, posted toc the
stock record account, and filed as a suspense ocredit voucher pending
recelpt of the approved or disapproved S&rvey Report. The o'rigiul and
three coples of the Form No. 36«18 will then be forwarded to the CIO

Properdy Survey Board, through the or to the 25X1

Chief of Station in the evant the Survey Report is initiated at an
independent installation.

In the event 3 Unit or Consolidated Supply and Property Officer m
delegated himself as a responsible individual for & nuh-accuuni to
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his stodk regord account, snd is Wﬁlu for the loas, damage,
or destruction of property charged to that sub-sccount, the proecedures
as outlined in paragraph 13-b-(1} above will be followed.

Aetion by Chisf of Stations:

(1) Survey Reports which sre initiated at independent installations will be

forwarded to the Chiaf of Station for action prior to being routed to
Washington. The Chief of Station will appoint a disinterssted investi-
| gating officer (oivilian or militsry) to sxamine available widm.eo
regarding the loss, dsmege, or destruction and his findings will de
notaé oo the reverss side of the Survey Report.
{2) Upon completion of the investigation, all copies of the Survey Report

will be forwarded to the CIG Property Survey Beard, through the[ |
| | services Division, Washington.

Agtion by the CIG Property Survey Bosrd

{1} All Survey Reports initiated withm*thia Agency will be forwarded to

25X1

the CIG Property Survey Board, through the| | 25X1
for investigation and action in ascordance with paragraph k.
(2) Cpen completion of final action, the Property Survey Board will retain
the original copy of Form ¥o. 3$-18 snd return the remaining coples
1o thel |for distribution.
Agtion by the| |
The | il distribute all Survey Reports in the

follewing manner:

W Survey Reports:
1 eopy -~ Responsible initiating individual

1 copy — Accountable supply and property officer

1 eopy - I
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Disspproved Survey Reports:
1 copy ~- Responsible initlating individual
1 sopy - &eemmub}.o supply and property officer
25X1 1 eopy = |
1 eopy =- Chief, Finance Division
£. Astion by the Pinance Division

Upon reseipt of a disapproved Survey Report, the Chief, Finance Divisien,
will effset eoilmtinn of all monies in sccordance with paragraph 1ll-g.
1L, CIC PROPERTY SURVEY BOARD
8. Geeral

L

The Direstor of Central Intelligence has daelegated to the CIG Property
Survey Board the authority to take final action on all Survey Reports, and
to suthorize ultimate diposition end/or destruction of all unservicsable
and dosclste property in the custody of this Agency.

b. Aetion on Survey Reporis: -

(1) The €IG Property Survey Board will review all Burvey Reporis and
Supplemental data, ineluding the findings and recommendations of ths
investigating officer, pertaining ;c the loss, demage, destouction, or
theft of piblic property. '

(2) Based on the information and factusl dsta prasented, the Board will
rendar final decision with resspect to the pecuniary liability of, or
relief fram rﬁponsi‘bility of, the individuals or individuals concerned.

{(3) After decision has been remdered, the Property Survey Board will retain
the original eopy of the Survey Report and forward the remaining coples

25X1 to the | for distribution in accordance with

paragrph 1i-e ghove,
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Action on Unservigesble or Cbsolete Property:

(1)

(2)

(3)

The Property Survey Board will review all requests initiated by
accguntable supply and property officers for the diapmiﬁcn of
property worn out threugh fair wear and tear or otharwise rendered
unserviceabls asd/or cbsolete in the service of the Government.

The Proparty Survey Board may relieve all oconserned of reasponsibility
and/or scoountability and suthorise disposition of property rendered
unserviceabls through fair wear and tear without fault or negleot of my
individusl or individuals.

In the svent the property was rendered unserviceadbles through the fault
or neglect of an individual or individuals, the Property Survey Board
will disspprove the request and dirset that the responsible individual
initiate a Survey Report,

Poligy with Respest to Pecuniary Lisbility

()

(2)

The Property Survey Board will determine, from conclusive evidence,
before imposing a pesuniary charge against an individusl that:
(a) the property for which he was responsible was lost, damaged,
destroyed, or stolen through the apparent fault or neglect
of the responsible individual,
{b) there was an intemt %o defraud the United States Government.
All pecuniary charges raised against an individusl ss a result of
& Burvey Report will preclude any loss to the Government, and such
gharges will ordinarily be Sn the amount which represents the actual
loss to the Jovernment. Consideration will be given to the original
sost prige, the surrent market price, snd depreciation based on the
normal 1life expectancy and normal usefulness of the artiele, Weapens
and other articles which are useful through their entire 1ife ars not

Andnoy, 1o Shiowanoss % SePmORialsEs o BV A ISR EES 1s damaged
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and osn be repaired, the cost of repair is a proper charge against
an individusl, provided sald cost does not axcesd the value of the
article.

Right of Appesl

(1)

(2)

Individuals sgainst whom a pesuniary charge has bewn raised may appeal
the decision of the Property Survey Board to the Directer of Cntral
Intelligemes. This appesl must be made, in writing, within 30 days
after receipt of nct.iﬁcaﬁ:én of the pecuniary cha;ga, unless otherwise
specified. The originsl and ane sopy of the appeal should be submitted
to the Direstor of Cantral Intelligence, through the CIQ Property
Survay Boaxrd,

In the event an appsal is not forthooming within the specified time,
ome copy of the Survey Repert, with all supplemental data, will be
forwarded to the (hief, Finance Divigion, for collection.

Paynm$ of Pe o} s

1)

(2)

Paynent of pecuniary charges will be made by oheck, or U. 8, Postal
Meney Order, paysble t¢ "The Tressurer of the United States.” The
check or money order, and a capy of the notification of pescuniary
charges, will be forwarded to the Chief, Finanse Division.

Army elisted personnel may sign a statement of crarges in accordance
with parsgraph 6-b, AR 35-66L0, deted 16 April 1945, or submit payment
in the mennar outlined above,

Gollection of Pecuniary Charges, Finanee Division
The Chief, Finaoe Division, upon receipt of & disapproved Survay Report

will take immediate action to collect monles due the Goverrment. In the

oad”
i)
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event that such action is ineffestive, collestion may be mede through a
pay stoppage or a deduction on final setilement.

a8, General
(1) The Report of Inventory Adjustment, Form No. 36-16, may be used by
sn accounteble supply mnd property officer, with apecific limitations,

to adjust &ifferences between the "balance™ as shown on the stock

record sccoupt, and actusl quantity on hand m&/&r in use, Except

&s noted in paragraphs 12-¢-(3) and 12-d-(2), the use of Form No.

36«16 18 confined to:

{(a) Reetifying srrors resulting from improper postings and/or
the use of incorrect nomenclature. _

{b) Assuming accountability for previously unaccounted for
property.

(2) When the Report of Inventory Adjustment is used to correct discrepancies
resulting from errors in posting or nomenclature, the overages and
shortegss of like fitems should insofar as possible offset cne another.
This precludes the utilisetion of Form No, 36-16 to adjust inordinate
shortages.

(3) An sccountable supply snd preperty officer will, upon the discovery
of unsccounted for property, list said property on s Form No. 36-16,
and post same as an adjustment vousher to his stock record account.

In the svent, it is discovered at a later date that such property was
erroneously sccounted for, the agcountable supply and property officer
will use Forz Ho. 35-16 to relieve himsalf of accountebility., In such
cases, referance will be made to the original adjustaent voucher number.
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Preparation and Distribution

(1) The aceguntable supply and property officer will prepare a Report of
Inventory Adjustaent in triplicate listing the recorded balance,
inventory balance, and the overages and shortages of the items to be
adjusted. After a voucher muxber has been assigned to all eopies of

Yora No. 36-165, the accountable supply and property officer will retain
sne oopy it suspence and distribute the original and cne copy in the
following marner:
{s) In the Washington Ares, a.pm'. of Inventory Adjustment will
be forwarded to the Chisf of Services, through the:
I |
(b} At independent installations, Reports of Imventory idjustment
w1l be forwarded to the Chief of Station,
Astion by the Chief of Services

(1) The Chisf of Ssrvices will take final action on a1l Reports of Inventory
sdJustment originating in the Washington area. After authorized ad-
justments have been approved, the original Form No. 36-16 will de
returned to the ascountabls supply and property officer to be posted
a8 a wvoucher to his stock record secount, The suspemse copy may bs
used to adjust the "Aecounts Control® section of a Tnit or Consolidated
Supply snd Property Officer's Steck Control Card, if necessary.

" {2) One copy of the approved Form No, 36-16 will be forwarded to the
| [for adjustments of the comitrel resords.

Astion by the Chief of Station

(1) Finxi action on all Reporis of Inventory Adjustmeni originating at
an independent installation will be taken by the Chief of Station.
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Whin spproval of authorised adjustaents has bem effect, the
original Fora Ne. 36-16, will bi rct.uémﬁ to the assountable supply
snd property efficer who will post same as & valid voucher %o his
stock record ascomnt in lien of the retained suspsnse sopy.

(2) An approved copy of the Report of Invantory Adjustaent will be retained
in the sdminiastrative files of the installatiom.

Disspproved Iaventory idjustaents |

. (1) Thechief of Services and Chiefs of Stations are enjoined mot to

i»

approve Reports of Inv;mtcry AWﬁmt whigh are not li.ni’dum to
sdjust isproper postings, incorreet nomenclature, or for the
assusption of accountsbility for previcusly unaccounted for property.
(2) Reports of Inventory Adjustaent which are disspproved will de returned
to the initiating officer with instructions that a Survey Report be
prepared to acoount for the discrepancles.
16, JPENDITURE OF PROPERTY
s8. Epemditore of Property for ¥xperimental Purposes
{3} Brapch or division ehiefs are suthorized to approve the expmditure
of property used in experimentsl sctivities under their Jubisdiction.
The following certificate signed by the Unit Chief, or his designated
raprumtatin,” will appear on the fage of the transfer document:
17 eartify that the iimms listed herscn, will be epmded
for sxpsrimental purposes in ths service of the Govermment,

Any unused portions will ba returned $o normal supply
chanaels.

¥

(¥gnatare)
(2) The transfer document sc certified will consiitute a valid wvoucher
3o the stock record account of the ascountable supply and properdy

officer concerned,
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bependiture of Swplies by an Aecountable Supp

y and Property Officer
(1} Central and Consolidated Surply and Property Officers may expend

supplies and equipment for use in activities under their control
Such {tems will be listed on & Form No, 367 together with the
fallowing certificate:

I eartify that the items listed herson have been expended
in the seyvice of the Government.

Aocountable Supply snd Property Officer
(2) %he issue document Form No, 36-7, sc sertifisd will constitute a
eredit voucher to the stock racord ascount.
17. QONSOLIDATED PROPERTI REPORIS
&. Qeneral

lllll

{1) In ordar to meintain adequate control of exp sadable and non-expendable
property at independent insgtallations, monthly Consolidated Property
Reports, will be forwarded to the| | Washingtem. 25X%1

Using Porm No. 36-22, the Censolidated Supply and Property Of ficer
will report, by item, the total monthly gains or lesses om all property
for whigh he is accountable,

(2) Separate Consolidated mMy Reports will be swmitted fors
{a)} Nen~expendable property in stock and/or issued to using units

on signed receipts,
{b) Expendable items in atock.
k. Preparstion of the Consolidsted Property Report.
{1) The Form No, 36-22 will be prepared in triplicate by the Consclidated
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Supply and Property Officer as of the last day of esch month, Fer
the non-expendable property report, items in stoak and/or use with an
inereased or dsgressed total balsnse (stock on hand plus quantities
in use) at ﬁuudefthowﬁnsporiadﬁllbalht&&neulml
of ths Ferm No, 36-22, Colusn 1 of the expendable repert will include
the Gpﬂ!ilbli. items in stogk, the balance of which has incressed or
decreased during the reporting month,

The unit of the item, 1i.e,, each, lbs,, ft., eto., will be entered in
oolum 2.
mmmtmuerwwqamo:mammpm@anum
mtared in column 3. For mon-expendable items, thia figure will be

the sum of steck on hand plus the quantity issued to miﬁl«

offisers in using units on signed receipts, For axpsndable items,

only the stosk on hand quantity will be Mesm{.

101 receipts, sxeept turn-ins from responsible afficers holding

property on signed regeipts, will be entered in the appropriate spaces

in Column L.

{(sa) "Recelpts sxcept Nemorandum Reseipt turn-ins and Local Purchase®
sheuld include property ressived from the | |
Services Division, Washington; other Jovernment agencies)

d turn-ins of property not issued to responsible officers
on signed receipts,

(b) Losal purchases will be listed sepurately md the unit cost
will bs indicated.

(o) Overages ascounted for on Reports of Inventory Adjustaent
will be classified as Teceipts and should be listed as such.
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(5) All issuss of non-expendable and expendsble property, except those

(6)

48

(1)

38. AUDITS
General

S

(1) All steck record sccounts maintained by designated accountsble supply

made to responsible officers on signed receipis, will be listed under
*Issues exoept Meworandum Reoedpt and Operationsl® in eclwm Se
(s) The “"operationsl issues" colusn will not be used,
(v) "Transfers or Disposals® will indicate propsrty transferred
from the jurisdistion of the installation, such a8 transfers
to other Govermaent agencies.
(¢) Shertages secounted for on Survey Reports and Reports of Inveatory
Adjustment will be listed im appropriate columns.
Column §, "Closing Inventory Including Mec on Memorandue Reseipt,*
will be the sum of deluen 3, plus "total reeeipts” minus "total
disdursezents.”
Tesues tc and receipts from respensible individuals in using wnits
do not reflest a change in the totel scomintability of & Oensoli-
dated Supply and Preperty Officer. Therefore, puoh transactions will
not be insluded on the Form No, 36-22,

Distribution of the Consclidated Property Report.

The originsl and ons ecopy of the Pora Ko, 36.22 will be forwarded,
through channds, to the Chief of Services, Washington, D, ¢.,
Attentien: | ] The report should errive
not later than the 15th day of the followlng memth.

(2) Th Pﬂl use the Form No. 36-22 to make

approprispe adjustaents on properiy gontrol pecords.
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—

snd property officers will be subject to pericdie sudite and

inspections by & representative of the| |
Services Diviglon.
Avditors will have the genersl authority 4o examine all property

records which they dess negessary for reference in gennsstion with
the audit. Where the examination of records by an auditor sonflists
with segurity regulations, exesptions to the above will bs made,

Audit Objestive.

)

(2)

The prisary objective of su audit is to ascertain that the interests

of the Covernment are being fully protacted. A further objectlive

is to dstarmine that the preserided principles mﬁgpmmru of

asoounting are being followed.

Auditeors will determine that:

(a) 411 ftems chargesbls agsinst an aceeunt are accomplished by
suthorised trensgetions supported by valid vousherd

(») steck record accounts and inventories scm.u;ttely reflect
quantities of property on hand and/or issued to using agencies.

Certificates of Audit

(1) At the completion of an audit, a Certificate of iudit will be prepared

and signed by the auditor. Normally, fivs copies of the Certificate

of Audit will be preparad and distributed as follows:

(a) Original to the accountable supply and property officer

(v) 2 coples to the| |

{e) - 1 copy to the appeinting authority having supervisory
responsibility over the secount; such as branch or division
shief

{d) 1 eopy to Chief, Services Divisiom.
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030178-3
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{2) The Certificats of Audit will present s concise summary of the results
of the audit ineluding the disorepancies and irregularities noted
and s statesent regarding the condition of the account.
19. PROPERTY PASSES
‘a. A Pederal Works sministration Property Pass will sccampany the movement

of all public property from and mnong the various buildings occeupled by
this Agency in the Waghington area, This pass must be procured in
ascordanee with the procedures ocutlined in the ensuing paragraphs.

b. Respensible individuals in the various using offices desiring to effect a
transfer or withdrawal of properiy fram any building will coordinate the
contenplated movaaent with their respective ascountsble supply and property
officer.

¢« The acoountable supply and p_mpnrby offioer will initiate the negessary
transfer dosuments and farward a signed memorandum to the Chief[ | 05X

25X1 | |or individuals designated to sign property passes in his

b-h_alt, requesting that a F.W,A. Property Fass be issued. This memorandum

should conteln pertinent information regarding the property movesant
and will bs prepared in duplicate, ons copy of irdch will be retained
by the initiating officer,
25X1 d. The Chief, | | Services Division, is respensible
for the coordination snd eontrel of property transfers within the Washington

area, snd is, therefore, charged with the lssuance of all F.W.A. Property

passes. lHowever, since all using offices of this Agenay are not centrally
25X1 located, the Chief, will designate certain

individuals to sign property passes in his behaif. These indlividuals
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will not issue a 7.¥,A, Property Pass until a signed memorandum has been

 received from the sccountable supply and property officer, Individuals

designated to sign Property Passes will maintain a #ile of all requests.
20. ISSUANCE OF PROPERTY CLREARANCES

&  VWashington drea

(1)

(2)

25X1

(3)

(&

Prior 40 departure from this Agméy, an individual being separated
will cbiain the necessary signatures on Yorm Ne. 36~§0, Property
Clearange Sheet, This is to insurs complete and final clesrances
of all monies and/or property whieh msy have been charged to him,
The Proparty Clearance Shest should be obtained from the Personnel
Division ar the appropriate Administiéative Officer,

The routing of an individusl in the proper clearsnce sequenge will
be the responsibility of the Adminisirative Offieser of a branch,
division, etc., Clearance frem the Unit Supply and Property Officer
will be cbtained befors final clearance is given by a Branch
Aduinistrative officer. This lewsr schelen apply elearance is
slso nesessary prior to obtaining a clearance from the| |

The Unit Supply and Property Officer will take necessary action %o

ascertain whether or not the individual being separated has properiy

charged to him. Imsediate clearange will be imsued in the event
there are no cuwrrent charges. Should property charges sxist, the
procedures cutlined in the ensuing paragrsphs will govern,

A1l public property in the possssaicn of an individual being
separated from this Agency will be returned to the proper supply
channala. The Unit Supply and Property Officer will assiat the
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individual in the preparation of the Property frn-In Slip, Fora
No, 36-2L. When the turn-in hes been effected, the Unit Supply
and Property Officer will sign the Preperty Clearance Sheet,
{s) Inlisted Arsy permnnel being separated frem this Agency will retain
4 in their possession the clothing and equipment 1isted o thedr
individual 230 Form No. 32 ag suthorized by Table of m;tpnmt

25X1C9C

(6) &n individual being separated who is ascountable and/or responsible
for lost, damaged, or stolen property will indéiate x Survey Report,
Form ¥o, 356-18, in acoordance with paragraph 13 sbova, In lieu of
signing the Property Clearsnce Sheet, the Unit Supply and Property
Officer I’ﬂl make a notation, similar to the ona balow, o the
reverse side of Porm No. 36-20:

has a Survey Report

Thaas)

peading covering the loss of the following 1iems of

Govermment property. Therefors, a alearance has not

baen granted dy the

(Braich or Avision)

{List Property)

an erty Oftioer
Aecount uﬂ,

{(7) In ths event the individusl being separatsd has property in transit
or locited outside of Washingzton, a clearanes will not he granted
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until such time as ssid property has baem returned to this Agency.
The Unit Supply and Property Officer w11l make & notation, similar
to the one balow, cn the reverse side of Form No. 36-20, in liea of
normal clearance gignatures

has the follewing equipment

(Kane)
which has not bem duly accounted for. Upen retumn of
said 1tems to Wuits jgency, clsarance will be granted by

the R
~{Branch or Divisian)
(148t Property)

“YEIT Bupply and Property Olllcer

Aeeount Ko.

b, Outside Washington ires

(1) An individual, prior to his departure from an independent installation,

will obtain s signed property clearance, which will be in the fom
of & memcrandum issued by the Consolidated Supply and Property Officer
for the station, It is suggested the following clesarance certificats
be used;

I certify thst has returnsd

{Nane)
ar othsrwise accounted for all public property charged to

him prior to his departure from this installation, with
the fellowing exceptions:

onsd eer
Stations

{2) The Consclidated Supply and Property officer, upon determination that
the individual being separated or transferrad does not have any

current property charges sgainst him, will grant immediate clearance,
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8 )

(W)

(5)

In the evant property charges sxkat, action as ocutlined in the
ensuing paragraphs will be taken for those persons returning to
!ashmgtm for finsl separation. Installation saparations will

be final and complete and under no olroumstances are the exceptions
as outlinsd below applicanl s, ,

All publie property in the possession of an indtvidual being trang-
ferred will be returned 1o the Gonsolidated Supply and Property
Officer and a signed receipt cbtained, After the turn in has bem
sffectad, & properiy clearsmocse will be granted,

In the event an individual requesting clearmce has lost, damaged,
or destroyed publie property for which he is responsible md/or
asacountsdble, a Survey Report, Form Fo. 356-18, will be initiated

in accordance with paragraph 13 sbove. 7The Consoclidated Supply
and Property Officer should then make a notation, similar to the
sae bolow, under "exceptions® of the Clearance Maorandums

 has a Survey Report pending

(Yane]
for the £ 1tems of public property:
(List Tteus)
and Property oIllcer
2tation: o

Upon trensfer, an individusl will not be allowed to retain any
Government property unless seld property is essential for the cem-
pletion of the journey. Retained items should be listed under
taxceptlons® of the Clearsnce Memorandum and will bs returned to
appropriats Supply and Property Officers, Serviges Divisiem,
immediately upon arrival in Washington.
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(6} Distribution of the Station Clearsnse Mesorandum will be as follows:
{(a) 1 sopy will be retained by the instailation or station from
vhich the individual is departing.
(b} 2 ecoies will aecompany the individual.
(7) Upon arrival in Washington, the individual being separsted should
report to his Branch, UDivision, or Unit for final clesarance in

ascordance with 19-a above,
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